How to request a Zero Dollar Trip or a trip for insurance purposes only.

Go to the New button and click Start a Request.
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Questions? Review travel help guides or contact the ASU Travel Service Center for assistance at 1-480-965-
3111 or myasutrip@asu.edu.

Important Motes for Travelers and Trip Arrangers:

Prior to making any online travel reservations, please make certain that your first, middle, and last names shown in
your traveler profile are identical to those on the photo identification that you will be presenting at the airport.

Read more
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Fill out everything highlighted in red. Use the Comment box to write the Travel Justification. It should be
2-3 sentences detailing the benefit of this trip to yourself and ASU.
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Once filled out press Save and go to the Expense Tab.

Request 4U7/

Trip Name: RELIGION AND VIOL E IN EARLY A

Aftachments Print / Email v Delefe Request ‘Submit Request
Status: Not Submitted

Request Header A\ || Segmenls | Expenses | Approval Flow | Audit Trai

/M\Please attach the conference brochure. If more than 2 ASU faculty/staif are attending the conference, please use the Comment box to provide the reason. This message does not clear when a
document is attached. You can submit with the message showing

Trip Name Trip Type

Traveler Type Employee ID Department ID
| RELIGION AND VIOLENCE IN EARLY A | I 1. Qut-of-State | v | | Staff v | 1200524199 | (B1705) English |
Business Travel Begin Date Business Travel End Date Main Destination City Account Daoes this trip contain personal travel?lyz
101152016 | 10M8/2016 | Wiliamsburg, Virginia | (KR51051) DEPARTMENT TRAVEL ‘ | No | ~ |
Travel risk advisory - Low (Level 1)
Business Type Conference/Event Host Reason for Trip (48 character imit) Trip Not to Exceed
02. Conference |v| |Yale University

| Paper Presentation ‘

Comment

Trip Justification:

Presenting a paper on Emerging Histories of
the Early Modern French Atlantic

Highest Locatien Risk Level
Low (Level 1)

Main Destination Risk Level
Low (Level 1)



Locate the Zero Dollar Trip on the far right side under 07. Misc Travel Expense.
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Request Header A || Segments || Expenses | Approval Flow | Audit Trai

«

Expense Type:

‘ Expense Type Amount Requested

To create a new expense, click the appropriate expense type below or type the expense type in the field above. To edit
an existing expense, click the expense on the left side of the page.

01. Airfare 06. Fees 07. Misc Travel Expense
Airline Fees Credit Card Fees Conference Registration

02. Lodging Currency Exchange Fees Entrance Fees (Study Abroad Use
Other Accommodations PassportVisa Fees anty)

Immunizations
03. Car Rental
International Medical Insurance
Rental Car Fuel
International Phone

04. Other Transporiation Internet Fees

Charter Bus Miscellaneous

Mileage Parking

Public Transportation Service Providers (Study Abroad

05. Meals Use Only)

Business Meal Tips/Gratuities

Business Meal (= 9 Attendees) Zero Dollar Trip

Daily Allowances 08. Office & General Expense

Non-Standard Meal Allowance Books & Reference Materials



Click the Zero Dollar Trip button and press Save on the bottom right corner.
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|Zero Dollar Trip |v\ |1ums¢zu1s |j|
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$0.00 $0.00 m| Alocate | [ Cancel |




Go to the top of the page and click the Print/Email button. This button should generate a Trip Request
Report.
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""" w Expense | « Expense Type Transaction Date
Zero Dollar Trip N ‘ 10/15/2016 El
[] Date |ExpenseType Amount Requestedl
Transaction Amount Comment
| i S —
TOTAL AMOUNT TOTAL REQUESTED L
£0.00 £0.00 m | miocate || cance |




Once the Trip Request Report has opened, click the Email button located on the top right side.

Email your trip to plans@concur.com.
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List of Request Exceptions

massage

Rordeau-Guardiola, Kristin E. [0B/31/ 2016): Trip Justification: Presenting a paper on Emerging Histories of the Early Modem French Atlantic.

Printed an 06/ 31/ 2016 07:50 AM
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